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1. A preliminary reviow of the procedures and equipment used
in the opm‘ks.on and maintonance of the indices to the 201 files
of the Division and Division indicates the need for a
detailed study of these fIle operatims, On the basis of the
preliminary review, the following tentative recommendations are
proposed for further study by a survey team which should include
representatives of the Mamagement Staff with specialized experience
in this field.

wlop and Try Out a System for Processing Index
, sheg, &~ sonparison re ve

ypes of £11ing equipment suitable for housing
the 201 1ndiaes indicates that the present equipment 1s
probably the most suitable unless some change can be mede
in the processing pracaduras which wiil permit batching the
work, A Batch system would permit adoption of equipment
swhich would require apgroximtely half the pressnt space;
would reducs manpower requirements; would bte less fatiguing;
and would reduce the ¢mfusion and the extensive moving about
inherent in the present system under which sach document is
sompletely checked by an individual, A batch system could
be developed and tried out with the present equipment,

5 tan iate and docwrant the advant.ages and sconomies
'&o be realized from a combined index, Conversion to combine -
indesx can be nccmplished on & scheduled basis without a
serious interuption of current work and for the relatively
nominal cost of 315,000 of present accumalations., A work -
plan and cost estimate are shown in Attachment "A",

have Men prom in the experlmtal stage and which are now
in process of dewelopment for production usage. The adoption

of such equipment will permit substantial reductions in person
nel and space requiremsnts, MNr, Management. 25X1A9a
Staff wil‘éeb:nglad to discuss poss es of this equipment
th us, orms me that FI/RT is studying this same prob-
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to five ysars. The method of conversion to a congolidated
index outlined in Attachment "A"™ would also provide the
msans for future conversion to an electronic system without
the need for menual reiyping of the entire index,

ne Shelf g s, The 201 Files
are now housed ive n atec cabinets with
tnadequate isle space zni no room for expansion, Shelf

£4ling squipment for mumerical filing of letter or legal

sise folders 18 generally regognized to be faster and easier

to use and usually requires substantially leas space,
Attachment "™ {llustrates the savings in space which could

be made in Bousing ocur 201 files and I believe a trial
installation is warransed., Attachment "C" 1s a Navy Department
issusncs on criterio for use of open Shelf filing,

' GE% the 201 files to the terminal diglt file
gystem, 7T ef adwntages are:

1. Oreater apeed of operation

2. Maxed indexing and quiding arrangement

3. Identical organisation, volume, and operation
of eaoh section of the file,

L. BEase of inventorying

Attachment "D" 1s a Nayy Department issuance which describes
the use of this system,
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